Work Area 9 ICT SKILLS

3.19 USE ELECTRONIC DATABASE SKILLS TO ACCOMPLISH
SYNCHRONISATION BETWEEN DEVICES

. LO82: Demonstrate ability to use synchronization between devices
(e.g. mobile device and outlook)
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Module Detalls

Work Area Code: 9
Work area title: ICT Skills
pil
Unit Code: 3.19
Unit Title: USING ELECTRONIC DATABASE SKILLS TO ACCOMPLISH SYNCHRONISATION
BETWEEN DEVICES
Learning Outcomes Nos: LO82
Learning Outcomes titles: * Demonstrate ability to use synchronization between devices (e.g. mobile

device and outlook).
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Overview: Start at the beginning

v" In this course, you'll learn how
to synchronize common
devices.

v You'll find out how to
synchronize Calendarr,
Contacts, Files, Folders,
Pictures, Videos etc and solve
the most frequent problems
when synchronizing
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What synchronization is

*When you synchronize a
device such as a phone or an
Ipod, you're synchronizing the
data on the device with your
computer.

*The same data exists in both
places.

*The syncing process results in
both the device and the
computer being updated with
the most up-to-date files.
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Problems from lack of
nchronization

« Data loss

« When our data is located in a
single hardware drive, if this drive
is damaged, we won'’t be able to
retrieve the data

 No data “on the go”

* Retrieving data to new devices
only through the use of =7 t
hardware ‘
>
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The advantages of synchronization

* NO more data loss

« Updated data in all
synchronized devices

* Retrieving data to new devices
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Synchronize common devices

Devices that can synchronize

Desktop PC

O

Laptops

Smart phones
Tablets

Social Media (Linkedin,
Twitter, Facebook)

H® Ol

..‘7@
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Steps of synchronization

e Create an account to a Provider
(Microsoft, Google, Apple etc.)

 Set this account to all devices for
synchronizing

Internet
server

ﬁ H
« Configure applications to have access on
= >

the Provider’s internet server ﬂ
* Synchronize data through Provider’s

internet server
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Creating an account

Create your Google Account

One account is all you need Name
One free account gets you into everything Google.

Your email address

GMER2D L * > €

I would like a new Gmail address

Create a password

Confirm your password
Switch between devices, and pick up wherever you left off A P

Birthday
Month -

Gender

lam... 5

Mobile phone

B=- +30

Location

Greece (EAAGDa) S
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Creating an account

£7 Windows Live

=~ Hotmail

The efficient way to do email

»  Fight spam with Microsoft SmartScreen technology
» Manage your email accounts in one place

» Access your email from your mobile phone

Learn more >

Don't have a Hotmail accou

7 | sign up |

Get a Windows Live ID and get into Hotmail,
Microsoft services,

ave a Hotmail account? ]

information contained therein

* *
sign In
Windows Live ID:

Password:

Forgotyour password?

] Keep me signed in

Sign in

Notyour computer?

Geta single use code tosign in with
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Calendar, Contacts, Messages

* Microsoft Outlook N
(Android) B Outlook

* Apple iITunes

(Apple iPhone or iPod) @ iTunes
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Files, Folders

« Google Drive L

Google Drive

 Microsoft OneDrive (ﬁ\
* 1Cloud ‘

(Apple iPhone or iPod) @ OneDrive

i‘-CIoud
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Files, Folders

GO g|€ L Ve Meer Drive sing Drive Download For Work

Get Drive
Everywhere
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Files, Folders

BS Microsoft

Home  Busimess Plans [EESSSEES

OneDrive for Windows

Install OneDrive to get started on

yvour W

Daoswrndcsd
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Files, Folders

Download iCloud for Windows

With iCloud for Windows, you'll have your photos, videos, mail, calendar, files, and other
important information on the go and on your Windows PC.

Get everything you love, on
every device you use =
F 8 shotos Optons..

When you download and set up iCloud on your

; : . : Y D Mad Contacts, Calendars. and Thk

Windows PC, your photos, videos, mail, files, and iCloud N ek
bookmarks are accessible on all of your devices. If i 1= -
you need help, you can find solutions to common e —
issues or learn more about iCloud for Windows. Recount detais.

Download e e a—
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Photos, Videos

* Google Photos
« Microsoft Photos
 ICloud

(Apple iIPhone or iPod) @ Microsoft Photos

iCIoud

Google Photos
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Photos, Videos

*

* W
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Photos, Videos

Microsoft Photos

Microsoft Corporation
ok ok ok o (194K)

Free

This app does not work on your device.
May require certain hardware, See System Requirements for details.

Description
The best place to enjoy, organize, edit, and share all your digital memaries. It brings together photos and

videos from all your devices, enhances them to make great photos even better, and organizes them into
beautiful albums for you.

Screenshots

Available on

E3 £ Ea -]

- Xbox One Windows Holographic PC mobile device
.- H-.

mobile device ~
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Configure Gmail to work with Outlook

Configuring Gmail settings

o Log into your Gmail account B M igoose £+ 8 X [ Mg dwmion. * |G ettt S0 ] @ o tosstsp o ||

Ble [t View Faontes Jooks Help

e  Click the gear icon at the top S ————————
right, then choose Settings Google KN o0
General Labels Inbox Accounts andimport Filters Forwarding and POPAMAP Chat Web Clips  Labs

e  Click Forwarding and POP/IMAP | o e ik
to bring up the POP and IMAP box i nan massages e ccessd wa oy s e copy oo

Staered
important 3. Configure your email client (¢ 9 Outiock. Eudora. Netscape Mad)
S ett i n gs Sent Mad Condiguraion instructions
Draks IMAP Access: Status: IMAP is enabled
» Ckdes sovens Gosd bum oo ees |8 | Enable IMAP
. Mote ~ romlczd Dissble IMAP
e  (lick Enable IMAP
- £ A When | mark a message in IMAP as deleted:
. @ Auto-Expunge on - Immediately update the server. (default)
. Click S Ch v o
|C ave a n eS Looks ks you dont Auto-Expunge off - Wait for the dient 10 update the server
have anyons to chat
with yet krvite some When a message is marked as deleted and expunged from the last visible IMAP folder:
contacts 1o get 5 Archive the massage (defauk)
started Maowva the message 1o the Trash

Laam mre
Immadciately delete the message forever

Folder Size Limits
@ Do not limk the number of messages in an IMAP folder (defauk)

Limit IMAP folders %0 contain no more than this mamy messages 1.000 [+]

Configure your email client (@ g Outiook, Thunderbied, Phone)
Configuration instructions

(_Cancel ]
»m
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Configure Outlook to work with Gmail

e Configuring the Outook Gmail

settlngs
— Start Outlook: from the main Outlook Trols | Actions  Help
window, go to Tools -> Email Send/Receive b
Accounts 41 Rules and Alerts. ..
\a) | Empty "Deleted kems" Folder
(]

E-mail Accounts. .

Cptions. ..
Bells and Whistles Cptions. ..

b
W
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Configure Outlook to work with Gmail

e Configuring the Outook Gmail settings

— On the Outlook popup window, select to
"Add a new e-mail account"” and click on
Next.

E-mail Accounts

This wizard will allow you to change the e-mail
accounts and directories that Dutlook uses.

{7 iew or change existing e-maill accounts

Directory

= () Add & new drectory or address book
T f ("W or change existing directories o address books
T,
.M_H_H. Il _f xl
- .EHH"":-\\_E
l et > [ﬂ l Closa ]
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Configure Outlook to work with Gmail

e Configuring the Outook Gmail

settings

— On the server type step,

Se|eCt POP3 or ”\/lAP E-mail Accounts
(depending on your needs) e chadd 5y i i A el a2 A i
for the Outlook email -
. L Hicrosoft Exchange Server
account type, then click on ot o SHESCharn Sty Al ok DK s, B i
) pOP3
Next. Connect ba & POP3 e-mail server bo download vour e-mail.
Crmap
— Thereis no need to select o, s dovrlosfemolandandrone mobe
CIHTTR
the IMAP type, because the Gonneckto w HTTP vl e aud a8 o ko mloed wnad
. ()} Additisnal Server Types
Gmail web based account il i W s T et
will anyway keep a copy of all
emails, just like an IMAP
account would do. bk Jtt> L[ ool ]
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Configure Outlook to work with Gmail

e Configuring the Outook Gmail

settings
Specify your Outlook Gmail settings, Exmail Accounts
such as your Gmail username and i o s o a4 g i .l ot NS
password, and Outlook Gmail display _

User Information Server Information
name. Yoir Msne: User Irucodming mal server (POP3): pop.gmal.com

. . E-mnad Address:  |gpan e Qubgoing mal server (SMTF): gl com

On the User Information section, enter — i

Logom Informatbon Test Settings

your Name (it can be anything, but

Lser Name: wsernarreDgnai coem After filing out the infonmation on this soresn, we

remember this is going to be the Tt e o s (g pebrh ot
name/text that people will see when you FARETE BRI (ot o st

will send them an email via your Outlook e
Gmail account) and your Gmail email

address.

T r!emt}]ﬂ[ cancel |

* Erasmus+ Programme o
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Configure Outlook to work with Gmail

e Configuring the Outook Gmail
settings

On the Server Information section, enter
the Google Gmail servers:

POP Gmail servers for Outlook:
- Incoming mail server: pop.gmail.com
- Qutgoing mail server: smtp.gmail.com.

IMAP Gmail server for Outlook:
- Incoming mail server: imap.gmail.com
- Qutgoing mail server: smtp.gmail.com.

M Erasmus+ Programme
of the European Union

ey Co-funded by the This project has been funded with support from the
European Union. This project reflects the views only of

E-mail Accounts

Internet E-mail Settings (POP3)

User Information
Yoir Msne: User

E-mnad Address: userdigral com

Logom Informatbon
Liser Name: usernameDgnal,coen
Password: T

[ Rermember password

[ ke o wsing Secune Password
Authentication (SPA)

Each of these sektings are required bo get your e-mnal acoount working.

Server Information

Irucodming mal server (POP3): pop.gmal.com
Qutgoing mall server (SMTPY  |srmkn gl com

Test Settings

After Filling out the information on this soresn, we
recommend you best your sccounkt by dicking the
Eusthon bedow. (Reguines network, connection)

| Test tecoune Settings .. |

T r!emt}]ﬂ[ cancel |
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Configure Outlook to work with Gmail

Configuring the Outook Gmail
settings

Click on the "More Settings" button and
go to the "Advanced" window tab.

If you use Gmail as a POP Outlook
account:

- On the "Incoming server (POP3)" field,
enter 995 and mark the box "This server
requires an encrypted connection
(SSL)";

- On the "Outgoing server (SMTP)" field,
enter 465 and mark the box "This server

requires an encrypted connection (SSL)".

AR Co-funded by the
x M Erasmus+ Programme
i of the European Union

Internet E-mail Settings

Server Port Mumbers

IJse Defaulks

This server requires an encrypted conneckion (330L)

Incoming server (POP3:

Dukgoing server (SMTP): 465
This server requires an encrypted conneckion (350L)

Server Timeouts

Short =07 Long

1 minuke

Delivery

[ |Leave a copy of messages on the server

[10 7]

oK g[ Cancel ]

X
General || Dukgoing Server Cl:unnectil:un| Advanced

This project has been funded with support from the
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Configure Outlook to work with Gmail

e Configuring the Outook Gmail

Internet E-mail Settings

Settl ngs ceneral | ukgoing Server | Connection | Advanced

If you use Gmail as an IMAP Outlook T

account: Incaorming server (POP3): Q05
- O N th e " | ncom | ng server ( | M A P) " fl e | d’ This server reguires an encrypted conneckion (S3L)

i Quitgai (SMTPY: | 465
enter 993 and mark the box "This server Tl

requires an encrypted connection

This server requires an encrypted conneckion {35L)

Setver Timeouts

(SS L)”,‘ Sgalfe -~ —————— Ly L il
- On the "Outgoing server (SMTP)" field, Delivery

enter 587 and mark the box "This server [Leave a copy of messages onthe server
requires an encrypted connection [ &
(TLS)".

Ok g[ Cancel ]
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Configure Outlook to work with Gmail

e Configuring the Outook Gmail

=%
Internet E-mail Settings §|

settings X
General || Dukgoing Server Cl:unnectil:un| Advanced
For both POP and IMAP, you also have to Server Port Numbers
enable the option "My outgoing mail fncoming server (POP):
. . ] " This server requires an encrypted conneckion (330L)

server requires authentication" from the e e T |

i This server requires an encrypted conneckion (350L)
Outgoing Server tab.
You can also change the server timeouts e

. . . . . Short O Long 1 minute
period: this defines the time interval for

which Outlook will wait to establish a A s sy
Gmail connection, before triggering a [0 2]
connection error.

The "Delivery" options are not important
for an Outlook Gmail account: no matter
what you would change here, Gmail will

always keep a copy of each email on the oK RJ[ Carcel |
Gmail server. .
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Configure Outlook to work with Gmail

Import contacts from Gmail

e Signin to Gmail Google
e Click Gmail > Contacts Gn;an . c

e C(lick More > Export

b |ﬂ OUt|OOk, C||Ck File > Open & Sent Mail Andy from Google Lori, get more out of your new
Drafts
Export Maore~
. @) Lo JL m%]oﬂs GB used Terms -
e Click Import/Export o
Google
e Click Import from another S o]
program or file "
e Click Next — g,

e Follow the steps in the wizard

Contacts @ Q Primary
Tasks
Starred Google

5 .
22 Social

MNew sign-in from Chrome on

Most Contacted (1)

Other Contacts (1)

MNew Group
Import Contacts.

Walter Glenn

Find & merge duplicates

Whitson Gord Restore contacts

Try Contacts preview

v First Name
Last Name

This project has been funded with support from the
European Union. This project reflects the views only of
the author, and the Commission cannot be held
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Sync Google and Outlook Calendars

Export a Google calendar

Click the drop-down menu next
to the relevant calendar in the
My Calendars section on the left

Choose Calendar Settings.

Scroll down and click Export this
calendar

It downloads as a zip, so copy the
.ics file out

Calehar Address:
Learn more
Change sharing settings

Private Address:
Learn more

Export Calendar:
Learn more

Delete calendar:
Learn more

« Back to calendar

v My calendars v 02:00
Jim Martin ]
M Birthdays Display only this Calendar
2l IDGTM holidays and

Calendar settings @

B Reminders View bin

Bl TechAdvisor blog sch '
Create event on this calendar

g T e Share this Calendar

Edit notifications

E@XN B0 (calendar ID: jim_martin@idg.co.uk)
This is the address for your calendar. No one can use this link unless you have made your calendar public.

(T8 Reset Private URLS
This is the private address for this calendar. Do not share this address with other users unless you want them to see all the events on this calendar.

Export this calendar
Export: All events in this calendar will be exported in an ICS file.

Delete all events in this calendar
Delete: All events in this calendar will be deleted. If any event has guests, it will be removed from guests’ calendars as well.
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Sync Google and Outlook Calendars

Import a Google calendar into
Outlook

° GO to F||e 7 e Choose an action to perform:

Export RSS Feeds to an OPML file
Export to afile
Import a VCARD file (v

e Open and export

Import an iCalendar (.ics) or vCalendar file (vcs
Import from another program or file

Import RSS Feeds from an OPML file

Import RSS Feeds from the Common Feed List

e |mport and export

e Select the option to import an
iCalendar (.ics) file

Description

Import information from an iCalendar or
vCalendar file to the Calendar folder.

< Back Cancel
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e Review Question 1

— How could Documents between
a Windows PC, an iPad and an
Android mobile phone be
synchronized?

e Review Question 2

— All Contacts are on gmail. How
can they be transfered to an
android mobile?
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e Synchronization between
electronic devices

— Create an Internet account
— Sync Contacts / E-Mail

— Sync Documents / Photos

e Outlook Synchronization
— Configure Outlook
— Import/Export Contacts

— Import/Export Calendar
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